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Online Help “

VIIS online help function provides you with both screen-specific help
and a general help index. You may access online help from any
screen in VIIS by pressing the yellow light bulb on the menu bar in the
right corner of the screen.

Screen-Specific Help

To access screen-specific help, follow these steps:

1. Press the light bulb on the menu bar located at the top-right of the
screen on which you would like help.

2. A box with screen-specific help information will display. This help
box may have any or all of the following features:

; manage client,/immunizations - Microsoft Internet Explorer pi - |Elli|

| wBack - = - D 2| Qsearch [GaFavertes CAHistary | Eh- S =A = ﬁ
Help Contents | j

Manage Client/Immunizations
Screen

The Manage ClientfImmunizations screen is used to search and locate any client existing in the
registry systern using predetermined sets of search criteria.

e Functionality

e Search Results

Functionality - Search Criteria

1.} Client Name Search

e Purpose. This section describes what the screen is meant to
do or what kind of information needs to be entered.

e Required fields. This section lists the required fields on the
screen and describes the information needed for these fields.

e Other fields. This section lists and describes non-required
fields.

e Information provided. This section lists the information that
may be found on the screen.

¢ Functionality. This section gives step-by-step instructions on
how to enter information on the screen or features on the
screen and describes their function.
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e Results. This section describes the outcome of a search, .. .

report, download, or other information entered into the

database. VIIS online help
function includes a
notes feature. Notes

appear underlined and
3. To view these features, you may either click the links under the in red type; click on the

Purpose section or scroll down the box. “*Note” link to view.

e User tips. This section has advice or further information on
how to use this screen.

4. To close the help box, press the X! button in the top right corner of
the box.

General Help

General help contains information on screens throughout VIIS. You
may access this information by viewing the contents of general help,
by viewing or searching the general help index, or by searching
general help using a keyword.

Contents of general help
To access the contents of general help, follow these steps:

Press the light bulb on the menu bar.

Press the Help Contents| putton in the top right corner of the help
box.

3. A box will open asking if you want to display both secure and non-
secure items; press Yes,

Secunty Information

rir“"l This page containz both zecure and nonsecure
'?. itermns,

Do pou want to dizplay the nonsecure items?

MHa Mare Info
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4. Press the “+” sign to the left of “VIIS” on the left side of the
Contents box. A list of index items will display, with a “+” sign to
the left of each item.

5. Press the “+” sign next to the index item you wish to view. A list of
help items will appear.

6. Click on the name of the help item to view it. You may also click
on the document icon next to the help item.

7. The help information you selected will display on the right side of
the help box.

8. Use the links at the top of the screen or scroll down to view the
information you need.

9. To return to a previous help screen or to skip ahead one screen,
use the box’s Back| and Forward| pyttons.

10. To collapse an index item, press the “-” sign next to the item.

11. To close out of the help box, press the X! button in the top right
corner of the box.

Viewing/searching the general help index

To view or search the general help index, follow these steps:

1. Follow Steps 1-3 under Contents of general help.
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2. Press the Index tab on the top left side of the help box.

'3 GRITS Help Screens - Microsoft Internet Explorer provided by EDS COE ;IEIEI
J d=Back + = - @) 7t | @isearch  [EFavories & #Histary |%' == =2 ﬁ
-

Cumsmsl Index I Search |

‘ Edit Immunization

Type in the keyword to find: Screen
Jedit
Edit A
Edit Client The Edit Immunization screen is used to update information on or delete an
Edit Client button immunization that was previously recorded on a clients immunization history record,
Edit Clinician Information
Edit Historical Immunization Form + Information Provided
Edit Immunization -
Edit Immunization Form
Edit Imrnunization form contains | © Client Information
Edit Immunization Gcreen
Edit Immunization screen displays ® Bl T Fermm
Edit Immunizations icon -
Edit Mext button
Edit Mext button generates @ Edit Non-Owned Irmmunization Form

Edit Mon-Cwned

S e o T T M R © Edit Historical Imrnunization Form

Edit Series
Edit Series Note

return = Functionality
Edit User

Edit uzer Screen
Edit vaccing Inventary

Edltyaceing Invartory Informaton
Edit vaccing inventary information Sereen LofouTSticnIRoNICe

Editiadd User Screen

Back to Immunization History

EditEnter Mew Client The Edit Immunization screen displays the information held in the registry database
EditiEnter Mew Client Screen - for the immunization selected from the Irmmunization History screen.
4 2 LI

3. Tofind an index topic, do one of the following:
e Use the scroll bar to view index topics.

o Enter a keyword in the field provided. As you type, the index
will display help items containing the letters you enter.

4. Click on one of the help items to view the item.

5. The help information you selected will display on the right side of
the help box.

6. To return to a previous help screen or to skip ahead one screen,
use the box’s Back| and Forward| pyttons.

7. To close out of the help box, press the X button in the top right
corner of the box.

Searching general help
To search general help using a keyword, follow these steps:

Follow Steps 1-3 under Contents of general help.
Press the Search tab on the top left side of the help box.
Type in a word to search for in the field provided.

P w NP

Press Enter.
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5. Click on one of the help items in the box below the search field to

view the item.

; GRITS Help Screens - Microsoft Internet Explorer provided by EDS COE

J daBack + = - (@D 4 | (@lsearch [GalFavories ¢ #History | B-S=EH2

Contents | Index | Search |

Type in the word(s) to search for:
|client infarmation

CASA Download

Client Comments Tah

Client Infarmation Tah
Complete Details

Dose Gonstraints

Edit Irnrrunizations

Edit Series

EditEnter New Client

Editing Schedules

Exchange Data

Exchange Data Details

HMO Exchange Data

HMO Query Exchange data
Immunization History

Menu Panel

Persanal Infarmation Header
Pre-gelect Immunizations
Record Immunizations
Reminder Request Output Options
Reminder Request Status
Repor/Student List

Reparts Available for Client
Reparts Only User

Request New Client Farm
Request Reminder
Responsible Person(s) Tah
Student Immunization History

=

Personal Information
Header

The Personal Information Header is used to display several different client-specific
information fields often used to distinguish among individuals when executing client
searches. Itis also used to add or update any of the client-specific information displayed,
except for Social Security Humber,

* Required Fields
= Other Fields

= Back to Edit/Enter New Client

Required Fields
Field Name

This is the clients last name. Assign or change a last name by typing
the desired name into the Last Name text box. *MNote™

This is the clients first narme. Assign ar change a first name by typing
the desired name into the First Name text box,

This is the clients rother's maiden last name. Assign or change the
mother's maiden last name by typing the desired name into the
Maother's Maiden Last text box,

This is the clients mother's first name. Assign or change the mother's
first name by typing the desired name into the Mother's First Name
text box,

Last Name

First Name

Mother's
Maiden Last

Mother's
First Name

The help information you selected will display on the right side of

the help box.

Use the links at the top of the screen or scroll down to view the

information you need.

To return to a previous help screen or to skip ahead one screen,

use the box’s Back| and Forward| pyttons.

To close out of the help box, press the X! button in the top right

corner of the box.
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VIIS Help Desk

If you are experiencing difficulties or have questions regarding VIIS,

you may contact the VIIS Help Desk. Several individuals staff the help
desk. All calls are logged and tracked through to completion; calls are
put in a pending status until a remedy to the user’s problems is found.

The VIIS Help Desk hours are 8:00 a.m. to 5:00 p.m. EST, Monday
through Friday.

Help Desk telephone number: 866.375.9795
Help Desk e-mail address: viis_helpdesk@vdh.virginia.gov
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If you experience any
problems accessing or
dealing with the help desk,
please contact Archer
Redmond, VIIS
Immunization Registry
Manager at (804) 864.8074
or email @
viis_helpdesk@vdh.virginia.
gov.
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